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EXHIBITING AT

Event: UCAS Discovery Farnborough

Date: Tuesday 16 & Wednesday 17 April 2024

Opening times:
Tuesday 16 April: 09:30 - 15:00
Wednesday 17 April: 09:30 - 15:00

Venue:

Farnborough International Exhibition &
Conference Centre

Trenchard Way

Farnborough, GU14 6TQ




EVENT INFORMATION

Accessibility

Full details on accessibility can be found on the Farnborough International Website.

Accommodation

There are several hotels located near the venue and the Farnborough International Website can help you book at special rates.
Pleasenote that these hotels are justa guide for exhibitors and arenot recommended by UCAS.

Arrival and registration

Exhibitor and contractor registration will take placeatthe loadingbay doors,andin the main entrance of the venue. All ex hibitors mustwear a lanyard throughoutthe
duration of their attendance on-site. Contractors will be provided with a wristband that must be worn throughout the duration of their attendance on-site. Pleasesee
further details about build-up and break-down further inthe document.

Car parking
There is free parkingavailablefor exhibitors in Car Park 1, whichis located a shortwalk from the main entrance.
To access exhibitor parking, please use Gate F on arrival and follow the directions onsiteto car park 1.

Gate F location: GU14 6TQ or what 3 words:remind.clap.decreased


https://www.farnborough.com/visiting-us/venue-information/accessibility/
https://www.farnborough.com/visiting-us/venue-information/
https://what3words.com/remind.clap.decreased

EVENT INFORMATION

Catering

There is a designated Staff Room (Exhibitor and Teacher lounge) at this event. This will be open whilstthe exhibitionis open to the public,and will servesnacks
and sandwiches,and hot and cold drinks. Note that this is a cash-less venue, only card payments will beaccepted.

Eachsinglestand (irrespective of the number of staff) will be provided with four free tea and coffee vouchers per day, for the duration of the event. If you areon

a double stand (or larger) we will provide eight vouchers per day, which can be redeemed inthe Staff Room. Please go to the Exhibitor Help Desk in the exhibition hall to
collectyour drinks vouchers. Exhibitors will also beableto help themselves to water usingthe towers inthe Staff Room. Pleasebringa reusable water bottle with you to
the event.

Filming and photography
If you are planningon undertaking any filming, or taking any photographs at the event, you must inform the organiser, a mini mum of seven working days prior to the
event at clemon@ucas.ac.uk Aform may need to be completed.

First Aid

If you require anyfirstaid duringthe build-up, event, or break-down, pleasego to the organiser's office or alerta member of event or venue staff. The Organiser's
officeis located alongthe corridor to the side of the visitor catering.

Internet

Farnborough International has an open, free of charge Wi-Fi network suitablefor browsing. There will also beadditional Wi-Fiavailable for exhibitors with
connection details availableonssite.



EVENT INFORMATION

Organisers

The organiser's officeis located in the corridor to the side of the visitors catering. The exhibitor help desk is locatedin the exhibition hall, here you can collect
your drinks vouchers and speak to a member of event staffifyou have any queries.

The main organiseris ChloeLemon, c.lemon@ucas.ac.uk,and can be contacted pre-event via email or 07917078890 duringthe build, event hours and breakdown.

Risk Assessments

All exhibitors need to provide a riskassessmentfor your stand build and any activities thatwill be happeningon your stand.Ifyou have third parties buildingyour stand,
you will need to submit a copy of their risk assessment, stand drawings and public liability along with your exhibitor risk a ssessmentno later than 4 weeks pre-event. You
canupload this via Enet or email directto to c.lemon@ucas.ac.uk. The event organiser has completed a risk assessmentfor the event which can be found via your Enet
accountin useful documents, along with helpful templates and risk assessmentadvice.

Scanning

To take advantage of lead scanningatthis event, you need to download the Smartlead UCAS app, and have purchased scanningfor the UCAS/Discovery events. You
will need a license code per device per event which are assigned to you when you purchasethe scanning. Makesure your staff at the event have been provided with
the licensecodes.

You will find a guideto setting up your device and how to manage your data in the Exhibitor zone alongwith a ScanningInstructions document that you canshare
with your staff attending the event. Hard copies arealso provided on your stand.

A member of the UCAS team will beon hand at the Exhibitor Help Desk, to supportyou at the event, or you cancall 01242 5448 08 or email events@ucas.ac.uk.


mailto:c.lemon@ucas.ac.uk
https://www.ucas.com/ucas-events-and-training/exhibiting-ucas-events/info-and-specs/person-exhibitor-zone
mailto:events@ucas.ac.uk

LOGISTICS HEAS

Schedule:

Monday 15 April
08:00 —16:00 Stand build (PPEarea — no exhibitor access).
16:00 —18:00 Exhibitor/contractor access.

Tuesday 16 April

08:00 —09:00 Exhibitor access.Youshould arrivein sufficienttime to allow your exhibition stand spaceand exhibition materials to be fully erected no later than
30 minutes prior tothe commencement of the event.
09:30 -15:00 Exhibition open —trolleys will notbe allowed on the exhibition flooroncethe exhibition has opened to the public.

15:00 -16:00 Stand replenishment.

Wednesday 17 April

08:00 —09:00 Exhibitoraccess.
09:30 - 15:00 Exhibition open —trolleys will notbe allowed on the exhibition floor oncethe exhibition has opened tothe public.
15:10 —16:00 Exhibitor/contractor breakdown.

16:00 Stand breakdown (PPE area — no exhibitor access).



LOGISTICS HEAS

Build-up

Build-up times:

Monday 15 April 16:00- 18:00
Tuesday 16 April 08:00—09:00
Wednesday 17 April 08:00—09:00

On arrival,all vehicles need to access the site via Gate F (GU14 6TQ or what 3 words:remind.clap.decreased).Security will then directyou alongthe innerroad to the
loading bayor car park 1 depending on vehiclesize. Due to the number of vehicles and spaceavailableinthe loading bay, pl ease unload equipment and then move your
vehicleto car park 1, before returning to build stands.

The main entrance doors can be used for small hand held deliveries during opening times of the event. No trolleys will be permitted inthe hall oncethe event opens at
09:30.

Early Access Requests
If you think you might need extra time to build your stand (outsidethe build-up times stated above), pleasecontactthe organiser c.lemon@ucas.ac.uk as soon as

possible.

Insome circumstances, early access to the venue on the build-up day may be given, but this is only with the advance permission of the organiser.Pleaserequest early
access inwriting,atleast 10 days notice before the build day.Ifadvance permission hasnotbeen granted, exhibitors will beturned away from the venue until the
exhibitor build-up session starts (16:00 on Monday 15 April).


https://what3words.com/remind.clap.decreased
mailto:c.lemon@ucas.ac.uk

LOGISTICS HEAS

Breakdown

Breakdown time:
Wednesday 17 April 15:15-16:00

Exhibitors should remain on their stands, and refrain fromdismantling, until the exhibition closes andis cleared of all visitors on Wednesday 17 April,atwhich time an
announcement will confirmwhen itis safetostart dismantlingstands.

No vehicles will be permitted intothe loadingbay until all visitors haveleftthe hall and surroundingarea,anditis safe to allow vehicles into the pedestrian areas.
If you have a courier arrivingto collectgoods, pleasedo not askthem to arriveany earlier than 15:15, or they may be turn ed away.

When leavingthe venue, pleaseremove anywaste —this includes literature notin a box, and anything not being collected by your courier— e.g., spare
prospectuses. Removal of any excess waste will be charged for.

After 16:00 on Wednesday 17 April, UCAS contractors will have access to dismantle the event. If exhibitors are still breaking down their stands, they must wear a
high-vis vest.



LOGISTICS HEAS

Deliveries

Pleasesee the build upand breakdown sectionin addition to the followinginformation. Any delivery to stands on the event o pen days mustbe completed, and vehicles
removed from loadingareas by 09:00;the venue will notallowthe event to open if vehicles areblockingfireexitroutes.

If you are expecting goods to be delivered by courier, please ensure they are aware of the dates of the show and hall opening times. Deliveries made before 08:00 on
Monday 15 April will notbe accepted as the venue have no facilities for the advanced storage of exhibition materials.

Delivery times are as follows:
Monday 15 April 08:00-17:00

Tuesday 16 April 08:00- 09:00
Wednesday 17 April  08:00- 09:00

The venue address for couriers/deliveries is:

Name and number of stand,

FAO: Ashleigh Barker

UCAS Discovery Farnborough

Farnborough International Exhibitions & Conference Centre
Trenchard Way, Farnborough, GU14 6TQ

GES contacts and ordering portals

Deadlines: By 22 March for best prices

Telephone: +44 (0) 2476 380190

Email: ucasdiscoveryfarnborough@ges.com

Espresso link: https://ordering.ges.com/000032159

Forms for ordering GES services can befound on your e-net account.

When ordering through GES, if your stand number has not been released, pleaseuse "TBC" as your stand number.


https://ordering.ges.com/000032159

a
CONTACT DETAILS ucas

UCAS Events Team

E: events@ucas.ac.uk
T: 01242544 808

GES

E: ucasdiscoveryfarnborough@ges.com

T: 02476380 190

Expresso Link: https://ordering.ges.com/000032159
GES Helpdesk: Located inthe hall during build-up only

Onsite general enquiries:

Look out for event ambassadors wearing coloured t-shirts, they can offer
adviceand answer any questions.

Pleasefamiliariseyourself with the onsite Organiser's Officeand Exhibitor
Help Desk for any questions you have or help you need assistance with.



https://en-gb.facebook.com/ucasonline/
https://twitter.com/ucas_online?ref_src=twsrc%5Egoogle%7Ctwcamp%5Eserp%7Ctwgr%5Eauthor
https://www.linkedin.com/company/ucas
mailto:events@ucas.ac.uk
https://ordering.ges.com/000032159
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